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SAH  FRAMCISCO  PUBLIC  LIBRARY 


WELCOME  TO  THE  STAFF 


It  is  with  pride  that  I  join  other  members  of  our  staff  in  wel- 
coming you  to  the  San  Francisco  Public  Library,  an  institution 
which  is  in  the  process  of  undergoing  a  far  reaching  reorgani- 
zational  program. 

It  is  often  said  that  a  library  can  be  no  stronger  than 
its  book  collection.  It  is  equally  true  that  a  library  can  be  no 
more  effective  than  its  staff.  Thus,  the  success  of  ourprogram 
is  dependent  largely  upon  your  knowledge  ,  your  continuing 
growth  as  an  individual  and  your  desire  to  share  with  others 
what  you  have  read  and  believe  is  significant. 

Regardless  of  the  type  of  library  service  in  which  you 
specialize,  or  the  department  to  which  you  might  be  assigned, 
your  contributions  are  vitally  important  if  we  are  to  attain  the 
high  quality  of  library  service  to  which  we  aspire. 

I  hope  that  your  association  with  the  Library  proves 
to  be  both  a  pleasant  and  a  rewarding  experience  during  the 
challenging  period  ahead. 


Respectfully, 
City  Librarian 


October  1964 


HISTORY  OF  THE  LIBRARY 


The  first  free  Public  Library  in  San  Francisco  was  opened 
June  8,  1878,  on  Bush  Street  between  Kearny  and  Dupont  (now 
Grant  Avenue).  It  was  made  possible  by  an  act  of  the  Legisla- 
ture authorizing  the  creation  of  public  libraries  in  general  in 
California. 

The  Library  opened  as  a  reading  room  with  a  budget 
of  $24,000.  Three  years  later  books  were  allowed  to  circu- 
late. In  18  89,  the  Library  moved  into  the  new  City  Hall,  but 
even  here  facilities  were  not  adequate.  By  1905,  there  were 
six  branches  and  a  site  for  the  new  main  library  had  been  se- 
lected. 

The  earthquake  and  fire  of  1906  destroyed  City  Hall  and 
wiped  out  the  Main  Library  collections.  The  files  of  San  Fran- 
cisco  newspapers  and  periodicals,  the  shelf  list,  and  the  card 
catalogs  were  lost.    Six  of  the  ten  branches  were  burned. 

The  present  Main  Library  was  dedicated  in  1917 .  It 
was  built  by  the  City  of  San  Francisco  with  the  help  of  the  Car- 
negie Foundation.  Branches  have  been  constructed  in  every 
major  neighborhood. 

A  complete  chronology  on  the  San  Francisco  Public 
Library  may  be  found  in  the  Colophon,  Vol,  1,  numbers  9  and 
10,  available  in  the  Public  Relations  Department. 


THE  GOVERNMENT  OF  THE  PUBLIC  LIBRARY 

The  San  Francisco  Public  Library  is  a  department  of  the  City 
and  County  of  San  Francisco.  The  management  of  the  Library 
is  vested  in  the  Library  Commissioners.  There  are  seven 
Commissioners  who  are  appointed  by  the  Mayor  for  a  four  year 
term.  They  serve  without  compensation.  The  Commissioners 
are  responsible  for  appointing  the  City  Librarianand  the  Secre- 
tary of  the  Library  Commission. 

The  Library's  annual  budget  must  be  approved  by  the 
Mayor  and  the  Board  of  Supervisors.  Funds  for  its  support 
come  from  public  taxation. 
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THE  LIBRARY  ORGANIZATION 


The  San  Francisco  Public  Library  is  in  a  process  of  revitali- 
zationand  change.  The  organization  chart  (p.  19)  is  a  descrip- 
tion of  what  the  administration  and  organization  will  be.  De- 
partments are  described  as  they  are  envisioned. 

ADMINISTRATION 

CITY  LIBRARIAN.  The  City  Librarian  is  the  director  of  the 
entire  library  system.  He  plans,  organizes,  directs  and  co- 
ordinates library  activity  in  accordance  with  the  policies  of  the 
Library  Commission  and  the  charter  and  laws  of  the  city. 

ASSISTANT  CITY  LIBRARIAN.  The  Assistant  City  Librarian's 
special  responsibilities  are  supervising  public  services  in  the 
Main  Library  and  the  branches.  He  directs  the  work  of  the  Chief 
Librarians,  Coordinators,  and  the  Public  Information  and  Ex- 
hibits Department. 

SECRETARY  TO  LIBRARY  COMMISSION.  The  Secretary's 
Office  is  primarily  the  business  office  of  the  library.  It  is  re- 
sponsible for  budget  preparation  and  control;  for  purchasing  of 
all  equipment  and  supplies  with  the  exception  of  books;  for  main- 
tenance and  repair  of  the  Main  Library  building  and  branches, 
including  the  supervision  of  maintenance  personnel;  and  for  de- 
veloping and  administering  capital  improvement  programs.  The 
Secretary  arranges  meetings  of  the  Library  Commission,  han- 
dles correspondence  to  and  from  the  commissioners  and  acts 
as  liaison  between  the  Commission  and  other  city  departments 
and  elected  and  appointed  city  officials. 

PERSONNEL.    The  Personnel  Officer  recruits  and  assigns  all 
personnel  for  the  library  system.  He  conducts  studies  to  effect 
proper  personnel  allocations  and  maintains  time,  leave,  pay- 
roll and  other  personnel  records. 

CHIEF  OF  TECHNICAL  SERVICES.  The  Technical  Services 
Division  includes  in  its  functions  the  ordering,  cataloging  and 
physical  preparation  of  books  and  other  materials  for  the  library 
system,  as  well  as  book  repair  work  and  shipment  of  books  to 
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the  commercialbindery.  The  Chief  of  this  division  administer  s 
and  coordinates  all  technical  processes  and  programs, 

CHIEF  OF  MAIN  LIBRARY.    The  Chief  of  the  Main  Library 
plans,  directs  and  supervises  all  adult  public  services  of  the 
Main  Library  and  the  Business  Branch, 

CHIEF  OF  BRANCH  LIBRARIES.  The  Chief  of  the  Branch  Li- 
braries is  responsible  for  all  branch  and  bookmobile  service, 
and  supervises  the  branch  headquarters  in  the  Main  Library, 

COORDINATOR  OF  ADULT  SERVICES.  The  Coordinator  of 
Adult  Services  is  in  charge  of  developing  and  maintaining  a 
program  of  adult  library  service  throughout  the  system.  He 
administers  adult  book  selection  policies  and  procedures,  al- 
locates book  budgets  and  administers  the  gifts  and  exchange 
prog  rams. 

COORDINATOR  OF  CHILDREN'S  SERVICES.  The  Coordinator 
of  Children's  Services  plans,  directs,  and  coordinates  the 
children's  reading  program  and  all  activity  concerned  with 
children's  work  throughout  the  system,  He  supervises  selec- 
tion of  children's  books,  conducts  training  in  children's  work, 
and  coordinates  activities  with  community  agencies.  He  also 
supervises  operation  of  the  Central  Children's  Room  in  the 
Main  Library. 

PUBLIC  INFORMATION  AND  EXHIBITS.  The  Public  Informa- 
tion Officer  is  responsible  for  interpreting  the  Library's  pro- 
gram to  the  public,  and  eliciting  community  interest  by  means 
of  publicity  releases ,  exhibits  and  special  programs,  He  writes 
"The  Colophon,"  a  library  newsletter,  and  works  closely  with 
the  Friends  of  the  Library. 

CITY  LIBRARIAN'S  ADVISORY  COUNCIL.  The  Council  is 
composed  of  the  City  and  Assistant  City  Librarian;  the  Chiefs 
of  the  Main  Library,  Branches,  Technical  Services;  the  Co- 
ordinators of  Adult  and  Children's  Services;  the  Personnel 
Officer,  Secretary  to  the  Library  Commission,  and  the  Public 
Information  Officer.  The  Council  meets  every  two  weeks  for 
the  purpose  of  coordinating  and  expediting  programs;  recom- 
mending changes  in  Library  policies;    identifying  problems  3 


needing  review;  and  establishing  priorities  for  forthcoming  ac- 
tivities and  projects. 

TECHNICAL  SERVICES 

ORDER.  The  Order  Department  acquires  books,  pamphlets, 
recordings,  maps,  films,  music  and  other  library  materials. 
It  maintains  the  order  file  and  keeps  records  of  expenditures 
from  the  book  budget.  It  also  receives  and  acknowledges  gifts. 

CATALOG.  This  department  catalogs  and  classifie s  books  and 
other  library  materials  and  prepares  them  for  public  use.  It 
maintains  the  official  catalog  and  shelf  list  and  supervises  main- 
tenance of  all  Public  and  Departmental  catalogs.  Printing  equip- 
ment for  card  duplication  and  library  brochures  is  located  here. 

BOOK  REPAIR.  Book  Repair  is  responsible  for  repairing  and 
reinforcing  books  and  other  library  materials  for  the  Main  Li- 
brary and  Branches. 

MAIN  LIBRARY 

The  Main  Library  houses  a  collection  in  depth  which  serves  as 
a  resource  for  all  branches.  Its  book  collection  is  divided  into 
both  subject  departments  and  other  general  departments  which 
are  described  below.  These  departments  contain  all  reference 
and  circulating  materials  pertaining  to  their  fields. 

CENTRAL  CHILDREN  *S  ROOM.  An  extensive  collection  of 
books,  pictures  and  magazines  is  provided  for  boys  and  girls 
from  infancy  through  age  thirteen.  The  Children's  Room  con- 
tains a  copy  of  every  juvenile  title  in  the  system  and  a  reference 
collection  in  the  field  of  children's  literature.  Special  collec- 
tions include:  foreign  children's  books,  historical  children's 
books  and  circulating  Californiana  books  for  children.  It  also 
serves  as  a  resource  center  for  adults  interested  in  Children's 
Literature.  Story  hours,  class  visits  and  tours  of  the  Main 
Library  make  up  the  regular  planned  program  of  the  Children's 
Room.  The  Room  is  under  the  direction  of  the  Children's  Co- 
ordinator. 


CIRCULATION  AND  REGISTRATION.  This  department  main- 
tains central  registration  and  circulation  records  and  proces  ses 
delinquent  accounts  for  the  entire  system.  It  supervises  the 
Main  Library  book  return  and  book  sorting  room. 

GENERAL  REFERENCE  AND  CATALOG  INFORMATION. 
This  department  gives  ready  reference  service  by  telephone 
and  in  person.  Any  question  requiring  more  than  a  few  minutes 
attention  is  referred  to  the  appropriate  subject  department. 
It  also  provides  service  to  the  public  in  using  the  main  card 
catalog.  The  library  directory  service  for  out  of  town  telephone 
books  and  city  directorie s  is  maintained  in  this  department. 

PERIODICALS.  The  Periodical  Department  is  responsible  for 
the  technical  functions  of  ordering,  checking  in,  distributing 
and  claiming  all  periodicals  for  the  Main  Library,  including 
the  periodicals  which  are  located  in  the  subject  departments.  It 
also  helps  the  public  with  general  periodicals  which  are  housed 
in  this  department. 

The  Newspaper  Section  which  is  apart  of  the  Periodi- 
cal Department  contains  only  back  files  of  several  domestic 
newspapers  (exception  -  London  Times)  including  a  large  and 
complete  collection  of  the  major  San  Francisco  newspapers 
dating  back  to  the  first  newspaper,  the  CALIFORNIAN,  which 
began  publication  in  August,  1846,  to  be  followed  later  by  the 
ALTA  CALIFORNIAN.  Many  of  the  titles  are  available  on  mi- 
crofilm with  copying  facilities  available  to  the  public.  Current 
San  Francisco  dailies  are  available  only  to  the  staff  for  refer- 
ence purposes. 

Current  San  Francisco  newspapers  are  available  to  the 
public  at  several  of  the  branch  libraries.  Current  out  of  town 
and  local  newspapers  are  available  at  the  Mission  Branch.  For 
location  and  holdings  see  the  brochure  "Current  Newspapers" 
and  supplements. 

RARE  BOOKS  ANDSPECIAL  COLLECTIONS.  Thi s  department 
consists  of  the  following  collections:  Early  Manuscript  and 
Printed  Books,  Fine  Press  Books,  California  Authors,  Print- 
ing and  Typography,  Calligraphy,  California  and  Local  History, 
Genealogy,  and  Schmulowitz  Collection  of  Wit  and  Humour.  All 
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books,  periodicals  and  other  materials  in  this  department  are 
for  reference  use  only.  The  collections  are  available  to  re- 
searchers, scholars,  advanced  students,  and  to  library  users 
with  specialized  interests  in  these  areas.  Other  patrons  are 
referred  to  Special  Collections  only  after  the  resources  of  the 
subject  departments  have  been  exhausted. 

SUBJECT  DEPARTMENTS 

ART  AND  MUSIC  (7  00).  The  collections  in  Art  and  Music  are 
among  the  oldest  and  most  extensive  of  any  public  library  in 
the  Western  United  States.  The  two  were  combined  in  1962, 
and  with  them  are  housed  also  the  collections  in  Theatre,  Bal- 
let and  Recreation.  These  include  music  scores,  as  well  as 
a  rapidly  expanding  collection  of  framed  prints  and  musical 
recordings.  The  department  arranges  exhibits  and  programs 
pertinent  to  its  subject  field,  and  its  reference  and  research 
facilities  include  bibliographies,   periodicals  and  journals. 

HISTORY,  SOCIAL  SCIENCE,  BIOGRAPHY  AND  TRAVEL 
(300,  900).  This  is  a  large  subject  department  containing  both 
reference  and  circulating  materials  in  the  fields  of  history, 
social  sciences,  travel  and  biography.  In  addition,  it  is  re- 
sponsible for  the  selection  and  housing  of  bibliographies,  per- 
iodicals, journals,  pamphlets  and  ephemera  related  to  the  field 
of  social  sciences. 

LITERATURE,  PHILOSOPHY  AND  RELIGION  (100,  200,  400, 
800,  fiction).  The  selection  and  servicing  of  all  materials  in 
the  fields  of  religion,  philosophy,  linguistics,  and  literature, 
including  fiction,  is  the  responsibility  of  this  department.  For- 
eign language  materials  in  these  fields  are  housed  together  in 
a  separate  section  within  the  department.  A  selected,  annota- 
ted book  list  is  posted  each  month. 

SCIENCE,  BUSINESS,  TECHNOLOGY  AND  GOVERNMENT 
DOCUMENTS  (500,  600).  This  department  contains  both  ref- 
erence and  circulating  materials  in  the  fields  of  science,  busi- 
ness, and  technology.   Itisalso  responsible  for  all  periodicals 
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and  journals  relating  to  the  subject  fields,  GOVERNMENT 
DOCUMENTS  is  housed  in  this  department,  It  is  a  depository 
for  federal  and  California  state  documents,  The  collection  also 
includes  United  Nations  publications  and  San  Francisco  official 
publications, 


BRANCH  LIBRARIES 


San  Francisco  Public  Library  has  26  branch  libraries , 
one  bookmobile  and  the  Western  Addition  Branch  under  con= 
struction,  These  branches  allow  San  Francisco's  population 
greater  access  to  materials  by  extending  certain  services  of 
the  Main  Library,  To  provide  a  standard  of  service  as  out- 
lined  by  the  American  LibraryAssociation  there  are  two  levels 
of  branch  library  service.  The  Neighborhood  branches  (Anza, 
Bayview,  Chinatown,  Eureka  Valley ,  Golden  Gate  Valley,  North 
Beach,  Park,  Parkside,  Sunset  and  Western  Addition)  provide 
broad  general  adult  collections  with  a  basic  reference  service 
and  a  specialist  in  children's  work  for  a  collection  up  to  20,000 
volumes . 

At  a  higher  level  is  a  system  of  Major  branches  (Ex- 
celsior ,  Marina,  Merced,  Mission,  Ortega,  Richmond  and 
West  Portal)  located  strategically  throughout  the  city  to  pro- 
vide access  to  all  areas,  These  have  collections  of  greater 
scope  and  depth  with  a  collection  up  to  30,  000  volumes  and 
supplement  the  Neighborhood  branche  s.  The  remaining  branch 
librarie  s  are  considered  stations  (Bernal,  Ingleside,  Noe  Valley, 
Ocean  View,  Portola,  Potrero,  Pre  sidio  and  Visitacion  Valley), 
These  branches  serve  a  population  of  10,  000  not  within  the 
service  area  of  a  Major  or  Neighborhood  branch.  They  house 
a  basic  collection  of  children3  s  books  and  a  current  adult  col- 
lection for  recreational  reading  up  to  10,  000  volumes, 

The  level  of  service  is  neces  sarily  of  a  general  nature 
representing  all  kinds  of  service  whichis  given  in  depth  through 
the  Main  Library.  The  Branch  librarian  is  challenged  by  cre- 
ating the  best  of  servic e  within  his  scope,  drawing  on  the  com- 
munity and  the  Main  Library  for  materials  and  inspiration,  It 
is  rewarding  experience,  and  the  nature  of  the  work  gives  the 
best  insight  into  total  library  operation.  7 


PUBLICATIONS  OF  THE 
SAN  FRANCISCO  PUBLIC  LIBRARY 


"Official  Bulletin."  Issuedevery  other  Friday,  this 
publication  allows  communication  within  the  system  on  a  day 
to  day  basis  to  be  known  quickly. 

"Colophon.  "  Issued  four  to  five  times  a  year,  in- 
formation concerns  the  general  programs  of  the  Library  sys- 
tem. It  is  mailed  to  approximately  450  libraries,  library 
schools  andcolleges  besides  being  distributed  to  staff  mem- 
bers. 

"Minutes"  of  the  Library  Commission.  The  minutes 
are  distributed  soon  after  the  meetings  which  are  held  on  the 
first  Tuesday  of  every  month. 

"Publicity  and  Public  relations."  This  is  a  monthly 
report  on  library  activities  and  publicity  concerning  Library 
functions  from  other  sources. 

"Technical  Services  Bulletin."  Reports  on  projects 
or  services  relating  to  technical  operations  are  prepared 
periodically  to  keep  staff  abreast  of  new  developments. 

"Annual  Statistical  Report  of  the  Librarian."  Com- 
piled at  the  end  of  the  fiscal  year,  this  report  includes  num- 
ber of  volumes  added  to  the  collection,  circulation,  volumes 
in  the  Library,  etc. 

"Fiscal  Year  Report."  A  convenient  wallet  size 
card  issued  to  every  staff  member  which  gives  basic  figures 
on  book  collection,  circulation,  periodical  titles,  budget  and 
employees . 

Besides  these  regular  publications  ,  bulletins  and 
memos  are  distributed  from  other  agencies  inside  and  outside 
the  Library  which  are  posted  on  department  bulletin  boards. 
The  general  bulletin  board  for  the  Main  Library  is  located 
near  the  service  elevator  on  the  first  floor. 

STAFF  PROFESSIONAL  LIBRARY.  All  staff  members  are 
encouraged  to  use  the  Staff  Professional  Library.  The  pur- 
pose of  the  collection  is  to  make  available  to  you  the  basic 
and  current  books  in  the  field  of  libra rianship. 

The  collection  is  located  in  the  Branch  Department 
and  hours  are:  Monday  through  Friday  9  to  12  and  1  to  4. 
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Staff  members  in  the  branches  may  request  books  by  order 
slips,  designating  "Loan  from  Staff  Prof essional Collection.1 
A  list  of  current  holdings  is  available  in  all  departments. 


BORROWING  BOOKS.  The  staff  is  expected  to  observe  the 
circulation  rules  of  the  library.  Applications  for  library 
identification  cards  may  be  filled  out  and  returned  to  your 
department  head,  A  library  card  entitles  you  to  the  same 
borrowing  privileges  as  the  Library's  regular  patrons. 


POSITIONS 

PERMANENT  POSITIONS.  All  positions  in  the  library  are 
subject  to  the  provisions  of  the  Civil  Service  Commission, 
Permanent  appointees  enterthe  library  after  examination  and 
certification  by  the  Civil  Service  Commission.  Before  your 
permanent  appointment  the  following  procedures  must  have 
taken  place. 

Loyalty  oath 
Physical  examination 
Fingerprinting 
Chest  X-ray 
Choosing  a  Health  plan 
Joining  the  Pension  plan 

Brochures  are  available  concerning  health  plans  and  the  pen- 
sion plan.  These  should  be  obtained  and  studied  before  ap- 
plying for  the  plans. 

Only  when  the  above  procedures  have  been  accom- 
plished will  your  permanent  appointment  be  approved.  During 
your  first  six  months  in  a  classification,  you  will  be  on  pro- 
bation. At  least  three  times  during  your  probation  you  will 
meet  with  your  supervisor  to  discuss  your  progress.  You 
will  receive  a  written  report  of  each  conference.  A  report 
of  the  third  and  final  conference  will  be  placed  in  your  Per- 
sonnel folder.  Upon  successful  completion  of  the  probation- 
ary period  your  permanent  appointment  becomes  final. 


TEMPORARY  POSITIONS.  A  temporary  appointment  is  made 
in  two  instances:  1)  When  a  permanent  employee  is  unable  to 
fill  the  position  (i.e.,  military  leave,  travel  or  leave  without 
pay)  2)  When  a  permanent  position  is  in  the  process  of  being 
reclassified.  The  appointee  may  be  replaced  by  the  permanent 
employee  returning  to  duty  or  a  new  permanent  employee. 

PART-TIME  POSITIONS.  At  the  end  of  one  year  a  part-time 
employee  is  eligible  for  vacation.  He  usually  receive s  as  many 
vacation  hours  as  are  worked  in  a  normal  two  week  work  period. 
Usually  there  are  no  retirement  or  health  benefits  for  part-time 

employe  es . 

TRANSFERS.  Change  in  assignment  is  undertaken  on  occasion 
to  provide  staff  members  with  a  variety  of  experience  and  train- 
ing, or  to  develop  specialists  who  can  give  service  in  depth. 
In  other  instances  it  is  necessary  to  transfer  staff  to  meet 
emergency  needs  or  because  of  reorganization  or  of  adminis- 
trative considerations.  Generally  it  is  planned  that  a  staff 
member  will  work  at  least  one  year  in  any  one  assignment. 

Transfers  may  be  requested  at  any  time.  The  request 
must  be  in  writing,  giving  the  reasons  for  the  request  and  posi- 
tions in  which  you  are  interested.  Submit  the  request  to  your 
department  head  with  copies  to  your  Chief,  Coordinator,  Per- 
sonnel Officer  and  the  Assistant  City  Librarian  or  the  City  Li- 
brarian. The  Personnel  Officer  will  acknowledge  requests 
immediately.  Action,  however,  is  dependent  upon  the  overall 
personnel  balance  needed  to  maintain  maximum  service,  and 
is  subject  to  the  approval  of  the  City  Librarian. 

ADJUSTING  TO  THE  JOB.  Personal  adjustment  in  the  job  is 
essential  to  an  individual's  ability  to  perform  satisfactorily, 
and  thus  your  well-being  is  of  importance  to  the  Library.  If 
for  any  reason  you  are  dissatisfied  you  are  encouraged  to  talk 
over  your  problems  with  your  supervisor  and/or  your  Chief. 
If  this  recourse  is  not  satisfactory,  you  may  request  an  inter- 
view with  the  Personnel  Officer  or  the  Assistant  City  Librarian. 


SCHEDULES.  Public  service  is,  of  course,  the  basis  for  all 
library  schedules.  Since  all  posts  must  be  filled  throughout 
the  day,  it  is  imperative  that  any  change  be  approved  by  your 
supervisor.  Should  you  find  it  necessary  to  request  a  change 
in  schedule,  give  as  much  advance  notice  as  possible,  in  order 
that  an  appropriate  substitution  can  be  made. 

HOURS.  You  will  work  a  40  hour  week,  an  8  hour  day.  A 
break  of  fifteen  minutes  for  each  four  hours  worked  is  allowed. 

NIGHTS  AND  SATURDAYS.  In  the  public  service  departments, 
you  will  probably  be  scheduled  to  work  some  nights  and  Satur- 
days. The  night  schedule  is  usually  from  12  to  9.  There  are 
slight  variations,  depending  upon  thebranchor  the  department. 
For  the  night  schedule  you  will  receive  premium  pay  of  6  1/4% 
over  your  normal  pay  rate.  When  you  work  on  Saturdays  you 
will  have  the  previous  Monday  off.  There  is  no  premium  pay 
for  Saturdays. 


VACATION 

10  working  days  after  1  year  employment. 
15  working  days  after  5  years  employment. 
At  least  five  working  days  must  be  taken  at  a  time. 

Vacation  schedules  are  made  in  each  department  early  in  the 
year.  If  your  plans  change,  give  at  least  30  days  notice,  A 
holiday  occurring  during  your  vacation  will  not  count  as  part 
of  your  vacation,  but  as  a  holiday  on  that  day,  your  vacation 
continuing  on  the  next  day.  Vacations  must  be  taken  by  the  end 
of  the  calendar  year,  no  matter  when  you  start  work.  For  ex- 
ample, if  you  begin  on  October  1,  you  will  be  eligible  for  two 
weeks  of  vacation  between  October  1  and  December  31  of  the 
following  year. 

SICK  LEAVE.  If  you  are  unable  to  come  to  work,  the  Personnel 
Department  should  be  so  informed  before  9  A.M,  Your  depart- 
ment will  probably  wish  to  be  notified  also.  You  should  call  in 
daily.  If  you  are  out  for  more  than  5  days,  ask  the  Personnel 
Department  for  forms  that  must  be  filled  out. 


Six  months  after  becoming  a  permanent  employee,  you 
are  eligible  for  sick  leave  with  pay.  Sick  leave  is  accumulated 
at  the  rate  of  5/6  of  a  day  per  month,  or  10  working  days  per 
year.    This  may  be  accrued  up  to  130  working  days. 

You  may  take  up  to  two  weeks  sick  leave  without  pay 
while  you  are  still  on  probation,  but  only  with  the  approval  of 
the  Civil  Service  Commission.  You  may  not  take  another  job 
while  on  sick  leave  with  or  without  pay. 

DEATH  IN  THE  FAMILY.  In  case  of  the  death  of  a  mother, 
father,  husband,  wife,  child,  brother  or  sister,  you  may  take 
a  leave  for  three  days  after  the  death,  or  until  after  the  funeral, 
whichever  comes  first.  In  the  case  of  deaths  of  other  relatives 
one  day  of  leave  is  allowed  to  attend  the  funeral. 

LEAVES  WITHOUT  PAY.  Maternity  leave  is  given  up  to  six 
months.  Application  for  leave  should  be  made  at  least  four 
months  before  delivery  date. 

Leave  for  education,  business,  military  service,  trav- 
el, etc.  may  be  granted  by  the  City  Librarian.  Requests  should 
be  submitted  through  the  Personnel  Department.  Leaves  of  more 
than  five  days  must  be  approved  by  the  Civil  Se  rvice  Commission. 

PROFESSIONAL  MEETINGS.     If  you  wish  time  off  to  attend 
professional  meetings  ,   consult  with  your  department  head. 
Arrangements  can  usually  be  made. 

HOLIDAYS.    The  Library  observes  the  following  holidays: 

New  Year's  Day  =  (Jan.  1) 
Lincoln's  Birthday  -  (Feb.  12) 
Washington's  Birthday  -  (Feb.  22) 
Good  Friday  -  (12  -  3  P.M.) 
Memorial  Day  -  (May  30) 
Independence  Day  -  (July  4) 
Labor  Day  -  (1st  Monday  in  Sept.) 
Calif ornia  Admis sion  Day  -  (Sept.  9) 
Columbus  Day  -  (Oct.  12) 
Veterans  Day  -  (Nov.  11) 
Thanksgiving  -  (4th  Thursday  in  Nov.  ) 
Christmas  -  (Dec.  25) 
State  and  Federal  election  days. 


If  a  holiday  falls  on  a  Monday  when  you  are  already 
scheduled  to  be  off,  you  may  take  another  day  instead.  It  must 
be  taken  before  the  end  of  the  following  month.  For  example, 
time  off  in  lieu  of  Labor  Day  must  be  taken  by  October  31.  If 
a  holiday  falls  on  a  Saturday,  you  will  not  receive  compensa- 
tory time  off , 

MEDICAL  APPOINTMENTS.  You  are  entitledto  take  two  hours 
for  a  medical  appointment,  arranged  at  a  time  convenient  for 
your  department.  Your  department  has  forms  which  must  be 
taken  with  you  and  signed  by  your  doctor  or  dentist.  Upon  your 
return,  the  form  is  given  to  your  supervisor  who  sends  it  to 
the  Personnel  Department. 

PAY  DAY.  Permanent  employees  are  paid  on  the  1st  and  16th 
of  each  month,  If  these  days  fall  on  Sunday,  you  will  be  paid 
on  Monday.    The  checks  are  for  the  period  just  completed, 

DEDUCTIONS 

Income  tax.    This  is  the  largest  deduction  from  your  check. 
The  library  has  information  on  federal  taxes,  including  charts 
showing  semi-monthly  tax  withholdings,  according  to  gross  pay 
and  number  of  dependents. 

FICA  (Social  Security  Tax).  $4800  per  year  of  your  gross  in- 
come is  taxed. 

1963-65:     3  5/8%  of  earnings 

1966-67:     4  1/4%  of  earnings 

1968-     :     4  5/8%  of  earnings 

San  Francisco  City  and  County  Employees  Retirement  System, 
Deductions  are  based  on  nearest  age  at  time  of  entry  into  sys- 
tem, and  gross  pay.  If  you  leave  San  Francisco  Civil  Service 
before  retirement,  your  contribution  will  be  refunded,  at  your 
request,  with  interest.  For  further  information,  see  the  pam- 
phlet put  out  by  the  Retirement  System. 

Medical  Insurance.  Payments  for  the  coverage  you  have  cho  sen 
will  be  deducted  from  each  pay  check. 


Other  deductions.  Payments  to  United  Crusade,  Accident  In- 
surance, bonds,  dues,  Credit  Union,  etc.,  may  be  deducted  with 
your  authorization. 

OVERTIME.  You  will  rarely  need  to  work  overtime.  In  most 
cases  you  will  receive  compensatory  time  off  rather  than  over- 
time pay.  All  overtime  must  be  cleared  by  your  department 
head. 


RAISES.  Employees  are  eligible  for  a  raise  after  one  year  of 
permanent  employment  (that  is,  six  months  after  completing 
probation).  Increases  are  scheduled  annually  thereafter,  until 
the  top  pay  for  the  position  classification  is  reached. 

Promotions  are  made  by  Civil  Service  examination 
(oral  and  written).  Contact  the  Personnel  Department  or  Civil 
Service  for  information  concerning  your  position. 

Compensation  within  Civil  Service  is  based  on  pay  for 
comparable  work  in  government  and  private  industry.  Upward 
trends  are  usually  followed,  resulting  in  pay  increases  for  the 
positions  involved. 

RESIGNATION.  Professional  staff  should  give  at  least  one 
month's  notice.  Non-professionals  should  give  at  least  two 
weeks  notice.    Consult  the  Personnel  Department  for  details. 

DISMISSAL  OR  SUSPENSION.  See  CivilService  Rules,  Rule  29 
for  rights  and  procedures.  (Available  in  the  library  -  #351. 1 
Sa52r) 

STAFF  ROOM.  All  branches  and  the  Main  Library  have  lunch 
room  facilities.  Cooperation  in  keeping  the  rooms  clean  and 
comfortable  is  expected.  The  Main  Library's  staff  room  is  lo- 
cated on  the  third  floor. 

LOCKERS.  In  the  Main  Library  you  may  arrange  for  a  locker 
through  the  Secretary's  office.  In  the  branch  libraries,  the 
branch  librarian  makes  the  assignment. 


ORGANIZATIONS 


AMERICAN  LIBRARY  ASSOCIATION  50  E.  Huron  Street, 
Chicago,  Illinois.  This  is  the  national  li  brary  organization 
which  speaks  for  the  library  profession  and  carries  on  a  pro- 
gram to  promote  and  expand  library  service.  Two  meetings 
are  held  annually  -  a  mid-winter  business  session  and  a  con- 
ference in  the  summer. 

Members  may  join  a  division  of  their  major  interest. 

The  official  publication  is  the  ALA  Bulletin,  which  is 
published  monthly  (except  one  issue  for  July=August)  and  is  re- 
ceived by  all  members. 

CALIFORNIA  LIBRARY  ASSOCIATION  1741  Solano  Avenue, 
Berkeley,  California.  This  is  the  state  association  which  has 
as  its  goal  promoting  library  service  and  the  profession  of  li- 
brarian ship  in  the  State  of  California.  Meetings  are  as  an- 
nounced and  include  an  annual  conference. 

CLA  also  has  divisions  which  members  may  join,  ac- 
cording to  major  interest. 

The  official  publication  is  the  California  Librarian, 
which  is  sent  to  all  members. 

STAFF  ASSOCIATION.    Every  new  employee  is  especially  wel- 
comed into  the  Staff  Association.    This  is  the  employees'  own 
group  which  works  for  the  interests  of  its  members. 

The  Salary  Standardization  Committee  has  made  note- 
worthy contributions  in  achieving  fair  salary  practice.  The 
Association  sends  cards,  flowers  and/or  gifts  to  ill  or  retiring 
members.  It  also  sponsors  social  events,  among  them  an  an- 
nual Christmas  party,  and  the  traditional  fund-raising  food 
sales. 

The  voice  of  the  Staff  Association  is  its  own  news- 
letter, the  Staff  Spectator,  which  is  published  at  least  three 
times  a  year,  and  oftener  if  news  warrants  it. 

A  member  will  be  approaching  you  shortly  about  mem- 
bership. 


FRIENDS  OF  THE  SAN  FRANCISCO  PUBLIC  LIBRARY.  The 
library  is  proud  and  fortunate  to  have  an  exceptional  Friends 
of  the  Library  group  which  is  constantly  working  toward  better- 
ment of  the  library.  Among  other  activities,  they  have  estab- 
lished a  Rare  Book  Fund  and  sponsor  an  evening  lecture  series 
which  has  presented  writers  and  scholars  such  as  Aldous  Hux- 
ley, Christopher  Isherwood,  Lawrence  Clark  Powell,  and  Er- 
skine  Caldwell. 

They  especially  welcome  library  employees  as  mem= 
bers.  Members  receive  the  newsletter,  'Among  Friends,  " 
and  may  reserve  seats  at  the  lecture  series.  Membership  ap- 
plications are  available  in  the  Public  Relations  Department. 

CIVIL  SERVICE  ASSOCIATION  OF  SAN  FRANCISCO 
1232  Market  Street. 

SAN  FRANCISCO  CITY  AND  COUNTY  EMPLOYEES1  UNION, 
LOCAL  NO.  400      240  Golden  Gate  Avenue. 

SAN  FRANCISCO  FEDERATION  OF  MUNICIPAL  EMPLOYEES 
David  Hewes  Building     995  Market  Street. 

These  three  organizations  represent  the  interests  of 
city  and  county  employees.  In  addition  to  their  regular  pro- 
grams,  all  three  sponsor  social  events  and  group  trips.  Rep- 
resentatives make  occasional  recruiting  visits  to  library  de- 
partments These  groups  welcome  inquiries  about  joining;  in- 
formation may  be  obtained  from  their  offices. 

SAN  FRANCISCO  MUNICIPAL  EMPLOYEES  CREDIT  UNION 
1254  Market  Street,  Room  203. 

Are  you  interested  in  joining  the  credit  union?  Among 
other  things,  the  credit  union  conducts  voluntary  savings  pro- 
grams,  pays  interest  on  savings,  and  arranges  loans  against 
savings.  The  only  stipulation  is  that  members  be  permanent 
employees  of  the  city  and  county. 


SAN  FRANCISCO  PUBLIC  LIBRARY 
SCHOLARSHIP  FUND 


The  San  Francisco  Public  Library  awarded  scholarship  funds 
for  the  first  time  in  May  of  1964  after  many  years  of  hard  work 
and  planning  on  the  part  of  the  Library's  Staff  Association. 
With  their  assistance  and  with  contributions  from  other  source  s 
including  the  Friends  of  the  Library,  the  fund  was  established 
on  January  9,  1964  to  be  administered  by  three  trustees,  one  a 
Friend,  one  a  staff  member  and  one  a  citizen  appointed  by  the 
City  Librarian. 

The  purpose  of  the  fund  is  to  provide  monetary  means 
of  either  grants  or  loans  whereby  staff  members  of  the  San 
Francisco  Public  Library  will  be  enabled  to  pursue  specialized 
courses  in  library  science  at  a  library  school  accredited  by 
the  American  Library  Association. 


A  FINAL  WORD 


A  public  library  belongs  to  its  public,  and  you  represent  the 
library  to  each  member  of  that  public  whom  you  meet.  The 
San  Francisco  Public  Library  expects,  therefore,  that  each 
employee  will  conform  to  the  highest  standards  of  public  ser- 
vice. Efficient  performance  of  duties  is  not  enough;  a  courte- 
ous and  cooperative  attitude  toward  each  patron  is  essential. 
Because  you  are  working  in  the  public  eye,  your  behavior  and 
general  appearance  must  also  reflect  and  contribute  to  a  digni- 
fied and  hospitable  atmosphere  in  the  library.  Each  depart- 
ment, of  course,  has  its  own  procedures  and  policies  which 
are  peculiar  to  its  own  situation.  Your  supervisor  will  explain 
these,  as  well  as  general  library  policies,  to  you. 

We  encourage  you  to  make  use  of  the  resources  of  the 
library  for  your  own  personal  enjoyment,  enlightenment  and 
enrichment.  Not  only  does  "reading  maketh  the  full  man,"  but 
also  reading  immeasurably  increases  yourvalue  to  the  library. 

Each  position  and  every  employee  is  important  to  the 
effective  operation  of  the  library.  Whatever  your  job  may  be, 
you  are  needed  and  welcome. 
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